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RE: [uly Cmuarterly Report (4/1/03-6/30703)
Committes 10 #CH0207993

Dear Chrs,

I bave examined our teport for Lhe quarter indicated and 1ind nothing amiss to cotreet;
thercfore, my response 1% onc of addressing a simple review of our policies io regard to
aequiring emplovers and occupations for our donors whe hﬂ\"!it given in exccss of the
+:200 dunng & camnpaign eyele. I, however, you have a specific omission in mind which
wi have overlooked, please advise us.

Crur first procedure in ebtaining employerfoccupation information ia to include a clear
arid conspicuous request far cottributor indorrnation un cach solicitation, See the
eaclosed sample A, a copy of ouor latest direct mail piece.:

Our second procedure is to request the information in writing from each donor at the Lime
a receiptiz bouked if the information iz not included with their comtribution, or we don’t
already have that infarmation from the current campaign cycle. This 15 done often within
43 hours, rarely later than 7 days, and always within 30 days of receipt ol contribulions.
See the encloscd sample B, a copy of our standard form letter requesting emplover and
ncenpation information. :

Al the hmethe letter is prepared for mailing, we place e nole “Best ¢fforts made” in the
blaok croployer andior occupation {ield ol the report. W also include an internal memn
in our database for our own reference which states the date the letter was prepared. 1f the
ernployer and/or occupation field contains information from a poor campaign evcle, we
use that mformation unliss more eurrenl imformatton 1s obtained. A copy of the leter o
the eontributor is kept in ourfiles for each campaign eyele. -
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